Order of Operations for loading local school and district
information (Users and Rosters) into TIDE (anuary 16,2015)

Summary: Students will be preloaded into the TIDE system via a sync with the state’s student
information system. District staff must be added so that they can become Test Administrators
(TA). Finally, rosters must be added so that students can be associated with one or more TA.

Step 1: Uploading Your Staff

1.

2.
3.

The DSA will receive their username and password when the TIDE system
opens.

DSA can create school coordinators and test administrator accounts in bulk
within TIDE by Browsing to Manage Users —-> Upload Users.

o @ o (If the DSA wants to add users one at a time they will use the

Manage Users
- “Add Users” tab.)
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Use this page to upload new users, modify existing users, or delete existing users.

To begin, download one of the templates in Excel or CSV format, and compose the upload file using a spreadsheet or text editt
file, click Upload File to being the upload process.
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Download Excel Template Download CSV Template

Upload File - To begin uploading your file, click [Browse] and navigate to the file on your computer or enter the file
path, then select the file. After you have selected the file, please click [Upload File] to begin the upload process.
Browse...  No file selected.
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DSA may either download one of the templates (Mac Numbers users, please
use the Excel template for best results) and populate it with staff information
manually, or they can refer to the Infinite Campus User Upload guide or
PowerSchool user upload guide now available in the FAQ.

Once the CSV is populated click “Upload File” browse to the CSV and follow
the onscreen instructions.

Tips:
* If manually populating your spreadsheets for “Action” use ADD or
DELETE.
* For the “Role” column use either TA or SC.
* The “Phone” column is optional.



* TAs will be auto emailed their login information. To prevent SPAM
filters from catching this important activation email, whitelist this
domain: air.org

* The TA email will expire in three days of issuance, so avoid uploading
TAs on Fridays as the account may expire over the weekend.

Step 2: Uploading Your Rosters

Now that TAs and SCs have been added to the system you will be able to Roster
Students into testing sections.

1. From the Home screen navigate to Roster.

_Rosters
2. DSA can bulk upload rosters from a CSV created via the Infinite Campus User
Upload guide or PowerSchool user upload guide available in the FAQ. Slight
modifications can also be made to current NWEA rosters if you have those

available. For an understanding of the required column headers, click Download
Excel Template.
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" Upload Roster File

Use this page to upload rosters to TIDE and the Online Reporting System.

Compose the upload file using a spreadsheet or text editor. (See the TIDE User Guide for details about creatir
process.

To view a history of file uploads, click show history.
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To see the template file, click either [Download Excel Template] or [Download CSV Template] and save it to yc

Download Excel Template Download CSV Template
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Upload File - To begin uploading your roster file, click [Browse] and navigate to the file on your
computer or enter the file path, then click [Open). After you have selected the file, please click
[Upload File] to begin the upload process.

Browse...  No file selected.
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2. After successful upload the TA will see their individual testing rosters upon
logging in to TIDE

3. DSA or SC can modify a TAs roster by clicking “Manage Rosters” from the
Roster module. This is useful for adding new students to a TA roster, or for
allowing a TA to test students that are not normally on their roster.

4. DSA or SC can manually create rosters section by section or school by school
under “Manage Rosters” and “Add New Roster.”

Tips:
* TAs cannot modify their own rosters.
* TAs can print rosters and give students their IDs
* TAs can ONLY test a student that is on one of their rosters.



